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SCOPE AND TRAINING OBJECTIVES

Birth (Hospital) Personnel

Hospital Personnel will be responsible for datayeaf the Birth record in a hospital setting.
They will need to be familiar with the data entrpgess as a whole — which starts from sign-on,
to calling up a new entry screen and/or searchongr existing Event record, to screen
navigation and familiarity of field types, to worlg with the edit error process, the save and
update functions and the informant verificationqass.

Additionally, printing will need to be masteredterms of setting up printer / document
associations as well as selection of the docunypet fworksheets, etc.) to be printed.

Other system functions such as basic table maintenand the running of the hospital export
and reports will be looked at as well.

TRAINING EVALUATION PROCEDURES

At the end of training, hospital personnel showddable to capably perform those tasks outlined
above.

To help ensure this, at the end of each sessiens usll be asked to demonstrate competency in
these tasks by actually performing them — for edangrecord completion and save.

Ideally, informal training should continue afteetformal training sessions have ended. This can
be facilitated by giving users access to the tngrdystem in order for them to be able continue
to practice those tasks reviewed by them duringitrg.

A source of information is the Vital Records Partiidormation Regarding Birth Registrations
web sitehttp://www.dhhs.ne.gov/vitalrecords/partners/blitm. The Birth Certificate How to
Complete Guide is a source that should be usechdéoe detailed instructions. For any additional
guestions that come up over time, they should bengited to Nebraska DHHS staff. Contact
either the Vital Records help desk at (402) 47158@7the Birth Registration Clerk at (402) 471-
0907.

Please remember, this is not a final product. Vda pn continually updating the system to meet
the State’s and Hospital’s needs.

All suggestions that will make your training moamplete, more relevant and more user-
friendly are always welcome. Please let us know thv@ can better serve you.

We look forward to the training sessions ahead.
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TRAINING SCHEDULE OVERVIEW

Birth Hospital Personnel

e Sign-On

* Data Entry and Update

e Search and Work Queue
* Printing

* Reports

* Hospital Export

* Table Maintenance

* NetSmart Messaging and E-Mail

** Nebraska Department of Health & Human Services - Hospital Training Manual **  Page 4 of 55



SIGN-ON

» Review of State Sign-On Procedures
DATA ENTRY AND UPDATE

* Overview of screen layout and organization
Tabs, paragraphs and titlihg

* Field Types
Check box, date edit, dropdown, edit box, memaatigre, Required and
optional fields

* Functions
Defaulted values, skip fields, sticky fields, aditbfields, filtering

e Error Options
Re-key the field, override edit, query the field
Edits and alerfs hint and help text

* ReviewErrors / Queries Utility

e SaveandSave No Edit

* Open Time for Event Entry

TheEvent Entry Manual Will Be Referenced.

1 We will also review some shortcuts/hotkeys suchlg CtrlP, ‘T’ on date fields, use of arrow kéy
scroll dropdown entries, etc.
2 Note that edits and alerts can be year specific.
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REVIEW ERRORS / QUERIES UTILITY

» Selected Fromictions Menu
» Use From Any Event Record / At Any Point In Recsrtife Cycle

Shows All Fields In Query, Over-Ride Or Skip Statas well as those in MVR and
Alert Status

* Fields Are Easily Navigated to from the Utility $en

BIRTH - 2004 - 0S8 Technologies YRS

File Search Reguests | Actions MWork Queus  Tools  Linking  Batch  Administration  Help

2o @|a|l e |

h

- Bocument Tracking '

Lt I Mother | Fatl  notivobeiDe-aetivate orn |
—Syste Review Errors/Cueries -
State File Murmber L ScamImage ber  Date Created [ate Modified T
|| [ Load Inage Fram Fle |EIS.»’1 B/2004 091642004

Madified By Load POE/Ward Document

ITHEIM.ﬂ‘-.S : Display Image/Document:

Ren Tune Code Recard Stabus Rerard iz Comnlete Camnlete T ate

Actions Menu / Review Errors/Queries Selection

185 Technologies YRS
File Seach Fee ‘wWork Queus Tool: Batch  Administration  Help
| B | ol [ W |

[]Field Edit Besgults Digplay Screen

=1 ES

I [=]
INSTRUCTIOMNS: Tab from box to bax. Use the anmow keys to select a field. Press the EMTER key to retum ta that field.

Fields in QUERY status Fields in OWER-RIDE status

Field Mame Current Status

Field Name
DATE_OF_BIRTH_STRING
M_PREG_DUTCOME_DATE_
DATE_OF_BIRTH_STRING

Fields in SKIP status %R Unknown Figlds Fields Causzing an ALERT

Field Mame Field Mame Field Mame

|Messages Mot Read: & | | |

iaﬁlart”J ﬁ @ |J > Trainin...l xMicrosofL..l @MetaFra... | E.-’-‘«dobe F|| WMicrosoﬂ...l ||<E|E£@T;§ﬂ 11:50 Ak
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SEARCH AND WORK QUEUE

* Overview of Search screen

Which fields go on the Search screen?

How many fields to use?

Search, Display, Reset buttons

Types of records

Security
Views determined by sign-on
Views determined by Event year

e Search criteria

% Smi%

_ Sm_th

Aor,D Ascending oDescending

NULL

<>NULL

(X+Y) Records with a valubetween (and including)X andY
IN(A+B+C) Records with a value in that listed set
>,>=,<><,<= Other operators

* Printing from Search Screen
* Bringing up an Event Record
*  Work Queue Concepts

* Open Time for Search Practice

The Searches ManualWill Be Referenced.

** Nebraska Department of Health & Human Services - Hospital Training Manual **  Page 7 of 55



PRINTING

* Printing from the Search Screen

* Printing from the Event Screen

e Setting Up Printer / Document Associations ThrotlghPreferences Utility
If certain print jobs need to print to a certaimper that isn’t your default, this is a good way t
tie the document with the printer. This currensig’'t as important since the drop down option

was added that allows you to select which printer ywant to print to.

[ ] Preferences M=

Printers Ilemporaryl gppearancel gperationl

—Select Print Type and set Printer

B Facility wWorksheet -]
B Hogpital Copy of Certificate

B Image
B |nformant Venfication Faorm
B Mother Worksheet

B bultiple Birth ' orksheet

B Plain Paper Copy W/ Transmitt ;I
Printer
| \bf200p1 0VBF200L33 |

Printer Common M ane or Form Tupe for Tracking
|NONE =l

Save I Cancel | Help |

imﬁlart”J ﬁ @ |J > Trainin...l xMicrosofL..l @MetaFra... | E.-’-‘«dobe H...llwuicms_" ||<E|E£@T;§& 11:55 A

Preference Utility — Printers Tab

* Open Time for Printing Documents
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INFORMANT VERIFICATION

After data entry of the Birth record Barth Informant Verification Form is printed and
reviewed by the Mother for accuracy. She can #igrer make corrections to the form for the
hospital to update, or sign the form that the infation is accurate. After corrections are made,
another form can be printed for the mother to cleetk sign. The signed document should be
kept by the hospital.

The Birth Informant Verification Form can be foubg going to Requests and selecting the

Print: B Informant Verification Form.
=] x]

File Search Actions  Wark Queue Linking Tools Administration  Help
M e 4 Print: B Facility Worksheet - || @ |

Child | Mot Prink: B Hospital Copy of Certificate ags I Complete =
—_— |
—Spsten—— | Prink: B InfFormant Verification Formn |

|»

State File Mu Print: B Mather Warkshest Hurnber Created By Date Created Date Modifisd Modified By
E16 |MARK MILEER O7/15/2008 | |OFAiSs2008 0 |MMILLEZ

Print: B Mother Worksheet Spanish
Print: B Multiple Birth Wwarksheet

Uszer Location

Cigightor U
Reg Type Code Record Status
|HERMAL =

—Mather's Curent Legal Mame
bother's 55M tother's Firgt Mame Middle Last Suffis

45E-7 7B IJ ane I !D oe I

—Mother's Maiden Marme
Mather's First Name Middle Last Suffix

IJane I !Doe l_

—Child

First Middle Last Suffis. Mother's Medical Mumber
IJohn I |Doe I__ FZW
Sex Date of Bith Timeof Bith — Time Lt

[ [Fowams [ [Em ]

Long Child's Mame

John Dos

=
@|f’ <« (D) 12:06 PM |

ot Starl:I J @ o 3 S | |0]2 Microso...vl & MetaFram.,. ” " Metsmart ... IE_]BirthRBQiSt---I I >

When accuracy is verified, the hospital data epasson can then mark the record as complete.
There are additional edits that fire when the htaspbmplete question is changed from N to Y
and saved. Any additional fields not passing asillsneed corrected before submitting. With
this complete status, the record will then shovinuihe appropriate Work Queue of either the
State offices or of that for Douglas County.

If Douglas County or the State determines that $bimg on the record is possibly not correct or
needs further clarification, the record will beurgted back to the hospital with comments of the
problem area(s). These will be found in the Ref@2wtue. Once the record has been corrected or
verified that the information is correct, then tiaspital will return the record back to Douglas
County or the State by selecting Y in the hosmtahplete field and adding any necessary
comments and then saving the record.
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NOTES

The user can also add a note to the record orteyar field even after the user has finalized the
record by selecting Actions and Show Notes. Howgves preferred that the hospital comments
section be primarily used for comments or notes (3emplete Tab). Only after the record has
been finalized by the hospital (hospital completesrid saved) should the Notes feature be used.

IRTH - 2009 - Netsmart ¥RS =15 i

File Search Regueskts YWork Queue Linking Tools  Administration Help

[ e | E Mumber Record (SFEM) - || @ |

Child I hother I Father | Document Tracking omplete l
—Spster——————————— ActivateDe-Ackivate —
State File Murnber [ Review ErrorsjQusricos Created By Date Created D ate kModified todified By =

<ML "4 Al
[l e | [FMERERILLER [ [ |
Uszer Location SEanrhans
Cremghton Ukiv. Med. Ce .
Load Image From File
Fieg REHEREG Load POFWword Document
MEOF
Display Irmage/Document

—Mother's Curent Legal W o L

Mother's SSM Mother e IR Last Suffix

lJane Create CTAS Records From Event IDDE I

~ Mother's Maiden Nam=

tather's First Mame Middle Last S uiffis

IJane I IDoe I
[ Chilct

First bdiddle Last Suffix tather's Medical Mumber

[4ehn | |Do= | [1224582ECD

Sex Crate of Birth Time of Birth Tirne Linit

[ [75izmos == | E2

Long Child's Mame

John Dos

_|[Update complete - NO EDITS

-&;.'stargl- | & D] & = | 1512 Miéroso...v‘lﬂ & MetaFram... | ]2 Mic’roso...vl-lez Citrist ... ~ . | = |l__-g_|| = s O tissPM ]

Select New, add the note and save.

B BIRTH - 2005 - Netsmart ¥RS - . " =lel=l
File: Search Requessts Actions  Woark Queus  Linking Tools  Administration Help
[ i | B = = ] - = |
Child | GGl R Fieid /Record Notes — 1ol =]
S =
Stj;feeFile Murn W Show Record Mote v Shows All Field Fotes —1
| Field Mame Field Label
Uszer Location = =
IErE:ghl‘Url Ll
FReg Tepe Cod "I I ’I
— bk cther's Curre Field Mame: --Record-- Iz note for & record?: T s Active™: T
Mother's SSM Field Label: [Record Hote) )
I455—78—EIEI?B Last Modified Date:  OFA15/52009 Last Modified User ID: mmille2
iothers Maid Fother haz no middie name = ||
tather's First & _l;l
5 4
I.Jane
—Child——— Click "Mew' button to create a new note or edit the message below and save
First Field Name: I -Fiecard-- =] ¥ lsnote for record? W s active?
IJohn Field Label [Record Hote]
Sex Crate o Fother has o middle name. _l‘ |
= 75
Long Child's k. 4 I Ll_l
ohn Dos
Hews I Save I Cancel Edit I Delete LClose I
=l

_ |[Update complete - MO EDITS

i:E-'Starl:I | & 2] @ =3 | [S]= Mic‘roso...v‘lﬂ (& MetaFram... | [z Microso...-iuﬁz Cikriz -—|- | & |l__-g_|| = T © 159FM 1
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The user can also right click in a field, selectééowhich will then open Notes.

T
File Search’ Requesks Ackions ‘Work Queus  Linking  Tools  Administration Help

|:_I I-'L-* | E H‘I}’ ﬂ ||— QIuery Chri-Q Ql @ |

Child | Mother | Father| Facilty | Medic:

Motes. ..
—Spsten =i -
; 5 Reset Query o o —

State File Murnber ME State File Munr Date Created Drate Modified Modified By

I I Spell Check ctrlvk [ T I AR I

Uszer Location Cut Chrl+%

|ErEighrun Ui Med. Centey Copy Chel4c

Reg Type Code FRecord Status Paste Chrl4-Y

I BB . Cuk Selected Text Shift+Cerl43

—Moather's Current Legal Mame———————

Copy Selecked Text  Shift+Cerl4+C

Maother's SSH Fother's First Mame ; Suiffix
|455-?8-98?E |Jane Replace Selected Text Shift+Ctrl+y I—
- Insert Text AL Cursor  Shift+Ckr|l+1

i~ Mother's Maiden Mame =

Mather's First Mame bei Insert Current Dake Suaffiz

ane I_ Clear Field Chrl+z |
— Childt Insert Default Yalue

First bt & 6 Suaffis Mother's Medical Mumber
[John I ronere g [ [1234568BC0
Sex D ate of Birth Time of Bith  Time Lnit

T [FEEs [ [ =]

Long Child'z Mame

Johin Lo

LI.

|[Update complete - MO EDITS

_i:Eﬁ'Starl.:-l- |l@cl@ia | iﬁlz.Mic‘roso...-iHEMetaFram... | @Z.Mitroso...-.I-"@Z.Citrixc...-I- |2 |@| =z -.«@ 2132 PM ]

Then add the note by selecting new, type the nudesave.
R BIRTH - 2009 - Netsmart YRS ! =1=f =i

File= Search Reguessts Actions ' Wark Queus L||.k|rn_1 Taals Adm:nlstr:tlor. Help

BN |8 ¥ & -] @
Child I =Ll B Field /Record Notes i 1ol =]
—Spstern———— -
Stj;te Fiks Kliira [~ Show Becord Mate I~ Show All Figld Motes —
| n i Field Label
s sl MAME_ MDD Middle |(Blob]
IErEighrUn L
Fireg Type Cod 3 | | .ﬂ
—tothers Cure Field Name: MAME_MIDDLE Is note for a record? F - ls Active? T
Muother's S5M Field Label: Middle )
|455.?3.98?5 Last Modified Crate: Last Madified User 1D:
— hother's baid ;I‘
Mother's First b ] _'l—l
IJane
—Child————— Click "MNew'" button to create a new nate or edit the meszage below and save
First Field Mare: l NAME_MIDDLE »| I Iz nate far recard® I Iz active?
IJDhn Field Label: Middle
Sex Date ¢ Mo middle name] ;I
[ [#E
Long Child'z M. LI ;l_l
John Dos
Mew Save Cancel Edit Delete | Cloze |
=l

te - NO EDITS

i ~||Update complet ) ) _ - i
Fistart| | @ O] (@ 5 | [OJ2 Microso... -| @ metaFram... | [@]2 Microso... -|[@ 2 citrin ... ~ | 2 | 2) | = « (D) 2i35PM
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The next time the record is displayed, a green aggsat the bottom of the screen will indicate
that a note is attached to the record. The usedisphay the message by going to Show Notes or
by double clicking on the green Note Present mesaathe bottom of the screen.

SLIEY

File Search’ Requests Actions  ‘Work Queue Linking Tools  Administration Help

B ‘| B ¥ ﬂ ||(NDAIElts) v|| @ |
Child |Mother| Fatherl Fac:ilityl M‘édicall Newtu:-rnl Flags | Completel

—Spatem
State File Mumber MWE State File Mumber  Local File Humber  Created By Drate Created Date Modified I odified By

| | |200800E516 |MﬁxF|K MILLER 074152002 0741572009 MMILLEZ

|»

Uzer Lozation
IErEighran Uiy Med Canta

Fea Tvpe Code  Recaord Status

[ [NERMAL -]

—Mother's Current Legal Name
Mother's SSN Mother's First Mame iddle Last Suffix

455 73-32 7 [ I [ |Doe [ |

—tother's Maiden Mams

Maother's First Name Middle Last Suffix

IJ ane I ID oe I

—Child

First hiddle Last Suffis Mather's Medical Mumber

[John | [Doe [ [123e56480D

Sex  Date of Birth Time of Bith  Tirme Lkt

[ [woemms [ [en =
Long Child'z Mame

ok Dos

=
. |

: | : | i
Ei'Startl J = @ @ i | ‘ gz.Mitrnso...-I (& MetaFram. .. @Z.Mitroso...-llaz Citris ... = I @@ @| [z) ‘ = «@ 2140 PM
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REPORTS

* Overview of Report Center
» Selecting a Report

* Entering Parameters

* Viewing a Report

* Printing a Report

* Saving a Parameter Set

[ o
File: Search FeefCAS “Work Queus Tools. Batch Administration Help
B G i
ATTER E Metsmart Technologies Report Center B = I Ellﬁl
. Report Selection |
Lzitg sor :
wiolation .
Wins o Awailable Reparts
Ing-i_lj. Er E‘lﬁﬂ ﬁlﬁi“ F!alamelell ﬂ
additiona | - 1o Bi[th ngortfor Ho.spitals Value'l _I
H Birthweights by Child I
| [ DDC@ 2 Meth_od Parameter Yalues *iew Report Description |
5 L f'& Hoszpital Paternity
B[ HEARING
Save FParameter Sef | Delete Farameter Set |
Fievlew I Eiint | Scheduls | LCloze =
Metsmart /R J
|Ready i
ES
= m[E= 84| | >
Page 9 Sec 1 351 it In el PEC TRE ExT owe O3

J @@@|@‘? .«@ 906 AM

7 BirthRegist. .

ﬁSt’_artl J @ @I @ i | ‘ @Inbdx -..Miv:...l (& Nebraska ... ”'\" Netsmart ...

Report Center

* Open Time for Report Running Practice
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HOSPITAL EXPORT

* Todays Birth RecordsExport Will Extract Date Range of Records
» Export Can Be Run Multiple Times Throughout The Day
» Export Will Be Protected Against Inadvertent Chan@eun Only Capability)

e —————— il xif
Filz: Search Fes/CAS Work Queue Tools Batch  Administrsbtion Help
o pED S b
ATTI EHpDI‘t data to text files =] %]
File 5Schedule Copy Export Help 1
Using - y -
Vi;{;ﬂ i -l Extract Setup | Select / Format fiel_dsl [ritial eontral recordl Final control recor;ll Summary Titlel
filing.
login. Select Extract:
it Eutract Mame | il
Iv Main output  [v:\QSTYAS D tANEAE spart |
| | Today's Birth - Hospital I 4 SEHMEN:S ]| B r
- I Report [V:\DSTWRS Documents\NE\Expor [5,|
¥ Summary 4GS TWRS DocumentsiHE\E sport |3|
Error log IV:\QSTVHS Documentz\MEME xport [5'
IF any parameters below are left empty, they will not be used in
the selection of records to process!
Diate of Birth 07/13/2009.07414/2009
Year of Biith: | 2003
Metzmart’ J
IR?‘?dV_ LI Start Extract Schedule Extract | [ Perform Updates ]
: T
= w5z @ 4] | >|

Page 11  Sec i st af L = REC TRE ExT ove O3k

&iSt,artl J AR ] ‘ | 5] Inbos —.Mic...l (& Nebraska ... ”@2 Citrig .. ~ @Bir'thRegist,..l I & @| 3 ‘ o « (D) 9:05AM

NetSmart Export Facility
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NETSMART MESSAGING AND EMAIL

* Accessing Messaging

» Composing and Sending a Message
= Attaching Files
= Assigning Priority
= Return Receipt

* Message Notification

Retrieving a Message
= Search
= Work Queue

| T i i
File Search Fee/CAS ‘WorkQueue Tools Bakch  Administration Help
DB ED|&) .
-ATTENTION ALL USERS!
Using someane else's user name tolog-in is a \ v j
viglation of securty provisions for elechonic N e b ras ka Vlta I Reco rd S
filing. Yot MUST LISE YOUL 0N USEr name fo . . .
log-in. Email VAR S Edhhs. ne.gov to request | Electronic Regmtraﬂon System
additional uzer names. ;
Help Desk Support (402) 471-8275
L
_;y_lrgntly Logged In
Wame: Mark Miller
UserD: mmille2:
Server Mame: BF200545
Open Databaze: ASTVYRS
Location: CEMTRAL
Citrise Provy tMode
Function Group: SUIPER - Super User can do all Functions
Gui Group; SUPERGE - ALL fields - 05 Testing
etamart YRS Copyright 003, Netsmart Public Health, Ine. W nikst com J
Messages Not Read: 1 ' i i
%
= m[E= 8 4| | »

Page 13 Sec 1 13i51 at i Cal PEC TRE ExT owe O3

n C
Ei'Startl J = @ @ i | ‘ @Inbox -.Mic...I (& Nebraska ... ”'\" Netsmart ... @Bir'thRegist...l I @@ @| [z) ‘ = « @ 3:13 AM

Message Notification on Opening Screen
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* Open Time for Messaging Practice

I _lalx

File: Search Fes/CAs
ENENmRNER
-ATTENTION ALL U

Usihg someane else's w
violation of zecurity prow
filing. You MUST uze
log-in. Email YRRS@dH
additional uzer names.

Metsmart YRS Copynght 19

Netgmalt YRS Messaging and E-Mail System.
Uze thiz form to send & message or an e-mail o users or groups of users:

To: |diana yeager - Bith Desk [CEMTRAL] < diana.veager@nebraska gov: j
e Iiackie Faitbanks [CEMTRAL) <jackie fairbanks@nebraska gove j
Pricirity; INormaI j

Subject: |Smith's record

Return Receipt [ Attach File'.'l _w]l

Warmning: If you added attachments to your email with no subject line and simple text
body [such as one word or one line] that can be regarded az a spam. your email might
be filtered out by your email server. Contact your spstem administrator for more detail.

i~ Meszage

Fleaze keep a lookout for Joe Smith's records. Thiz record will need processed quickly az the
parents are leaving the country and will want the S5M |

ol x|

L F)

Messages Mot Read: 1

-1 Send | LCancel |

==

-1 |
= nlE =@ 4

Page 14 Sec 1

pser| |8 @0 |

14450 Ak 937t Ln 2 ol t REC TRE ‘EXT OWR

Sending a Netsmart Message or E-Malil
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[IMESSAGES - 2004 - QS Technologies YRS

HE
Eile Search Bequest: Actions Work Queue Tools  Linking Batch  Administration  Help
sodi s B B -
Message | System |
General
Message Date: Subject:
11 04 INew User
Frarn Tar Fead [v.N]  Date Read
Mary Jack M ark Miller [ [77
Test of Meszage
e will need a new uger added next week. The name is John Doe.
—Event Informatior
Ewent meszage is about Local File Mumber
| | | |
| Slartl“ a8 3 |J (0> Trainir.. | XMicmsofL..I &) MetaFia... | [ Adabe Hl WMicmsofl...I ||<ﬂ§£@%§ﬂ 12:09 PM

A NetSmart Message As An Event Record
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TRAINING REMINDERS

*IMPORTANT**--use File-Save or click on the Savedn (diskette) under normal
circumstances. When the record is saved, you edla Update Complete at the bottom of the
record. Only select save without edits if you haaéy partially completed the record and get
interrupted or the worksheets are only partialkedi out and you need to get more information.
When this option is picked, at the bottom of theord you will see Update Complete-no edits.

OTHER TRAINING REMINDERS (left blank for trainee s
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ATTACHMENTS

EVENT ENTRY MANUAL

SEARCHES & PRINTING MANUAL

TABLE MAINTENANCE MANUAL
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[Gvciomories ——————— =loix|

File Seatch Fee/CAS ‘Work Queue Tools Bakch  Administration Help

==

EEENEEr Y b
-ATTENTION ALL USERS!
Usihg someane else's uzer name ta log-in iz a \ i 1
violation of security provisions for elechonic N e b ras ka Vlta I Reco rd S
filing. Yo MUSET use vour awn usar name to . . .
log-in. Email VRRS @dhhs.ne.gov to request | Electronic Reg|strat|on System
additional uzer names. ;
Help Desk Support (402) 471-8275
L
__C_Hrrently Logged In
Mame: Mark Miller
User1D: mmille?:
Server Mame: BF2DD_S45
Open Database: ASTVRS
Location: CENTRAL
Citris Prowy Mode
Function Group: SUIPER - Super User can do all Functions
Gui Group; SUPERGE - ALL fields - Q5 Testing
Metsmart YRS Copyright 1998-2009, Netsmart Public Health, ne. was,nkst com J
Messages Mot Read: 1| | L &
7 T
= w5z @4 | »

Page 18  Sec i 18/51 AL Bt Ln2 ol i REC TRE EXT owe [O%

EdStartl J AR ] ‘ @Z.Mitrusn...vl (& Nebraska ... ”’\" Netsmart ... @Bir'thRegist...l I & @| 2 ‘ = « () 9:27 AM

EVENTENTRY
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INTRODUCTION

An Event entry is the creation or modification afegord, such as a Birth. The software has
various methods and tools to facilitate the entocpss. This brief manual details some of these
methods and tools.

DATA ENTRY CONCEPTS

The data entry screens can be displayed fronriteé New (Event)dropdown or from selecting
a record from th&earchscreen.

Ecomotes i i
Search Feeg/CAS ‘Work Queue Tools Bakch  Administration Help
| Mew | Bitth Chrl+E | g
Mew Special. .. Message System
Close Hearing Information Cerl+1 .
Re-Login . Heating Screening  Chrl+E NEbraS ka Vltal Reco rds j
PEETTT ST T _ . . .
Print Setup...  pdhhs.ne.gov to request | Electronic Registration System
Print Screen i Help Desk Support (402) 471-8275
Exit

_C_:urrently Logged In

Mame: Mark Miller

Uszer 1D mmille?

Server Mame: BF200545

Open Databaze: asTVRS

Location: Creightan Univ. Med. Certer

Citris Prowy Mode

Functioh Group:B-HOSDE - Bith Douglas County H-:-_spital Entry
Gui Grocp: HOSPEMT - Birth Hospital Entry

Wetsmart YRS Copyright 1998-2009, Netsmart Public Health, [he, waw,ntst com J
Messages Not Read: 1 | i
T T I = -
= w5z @ 4] | »
Page 19 Sec 1 1950 At 25zpt Lo 11 cal 1 REC TRE ExT ove ook

@ ‘ F <@ 153am

IﬂStartl J AR ] ‘ ﬂlnbc-x—Mic...l (& MetaFram, .. | 7] BirthRegist. .. ”@2 Citrix ... ~ I &

Opening NetSmart Screen — File/New Menu Path

Many of the Events also have shortcut key comhlnatihat can be used to bring up a new
Event record without the need to use a mouse tmgate/through the menu path. On the menu
shown above, note that tkirl + B combination will bring up a neBirth Event record.

The data entry screen is composethbf, paragraphs, andfields.
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Thetabs can be thought of as pages or major parts of veat= In the screen below, we see the
tabsChild, Mother, etc. The user can go quickly from one tab talaeoby clicking on the tab
heading with the mouse or by pressingAlite?#, where thet is the tab numbed( 2, 3,...) to be
accessed.

Bl BIRTH - 2009 - Netsmart ¥RS =18
File Search’ Requests Actions ‘Work Queue Linking Tools  Administration Help

(™ = [ [

[ = b IE@EIII vII@I

Child |Mother| Falherl Facilityl Me’dicall NewI:u:urnI Flags | Eompletei
—Spsten
State Filz Murnber MWE State File Mumber  Local File Humber  Created By Drate Created [ate Modified Modified By

| | | [MARK MILLER i Jid

Uszer Location

|»

lf_rr:ighrun Ui Med. Cantey
Reg Type Code Record Status
[NERMAL 7

—Mother's Current Legal Name
Mother's S5N  Mother's First Mame iddle Last Suffin

— | I I |

—Muather's Maiden Mame
Mather's First Name Middle Last Suiffin

—Child
First hiddle Last Suffis Mather's Medical Mumber

| I | [

Sew Date of Birth Time of Bith ~ Time Linit
B = I ¥

Long Child's Mame

=l
) | ? |« 1z00pm "

4 StarI;| J = |j| LE} | ) ‘ ;ﬂlnbox-Mic...I. (& MetaFram... IIIE_]Bir'thRegist... ”@2 Citrix ... = I E‘?

Birth Event Data Entry Screen

Each tab is composed of one or mpagagraphs. These paragraphs have titles that usually
pertain to some particular aspect of the Eventhénscreen above, ti&hild tab contains the
paragraph$ystem Mother Current Legal Name, Mother Maiden NameandChild. The
user can skip from one paragraph to the next bysprgCtrl-P .

Each paragraph is composed of one or nfietds. Available field types ardropdown, edit,
checkbox, edit mask, date edit, memoandsignature. Each field type has its own
characteristics that are user defined. The useemfyom field to field by pressing tA@ab key
or it will automatically advance (if the field alis for it) after the field is filled with the reqeid
number of characters.
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The Event is saved into the database by accedsekile / Savedropdown menu, by pressing
Ctrl-S, or by selecting th&aveicon.

CORRECTING ERRORS

When a user enters invalid data, or the systenrrdéates that the data is not correct with relation
to the system administrator-defined edits, an erressage window appears. The user will at a
minimum have the opportunity to eithee-Key the field orSkip the field for the time being and
continue on with data entry for other fields of theent.

Data Entry Exception - Use Ctrl-2 to clear field. |

Bypaszs Warniable Walues

Error: Please enter F for Female, M for Male, or U far Unknown for the . .
zer of the newborn, vou may not leave this field blank. Bueried and Yerified - 1

RBewview Heeded - 3

&n Error was detected in field: Sex. Hueried - Mot WYerfied - 2 |

Huerpleeded - 4

bizzing Y anable Yalues

[~

Bekeythe field | Oweride Edit | Guerny the Field

Data Entry Exception Pop-Up
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OVERRIDES AND QUERIES

Depending upon the field and the given user’s sgcrole, options ofOverride andQuery may
also be available.

If a userqueriesa field, data regarding the error and field wél $tored and further clarification
can be made in the hospital notes under the coefabt If a useoverrides a field, that
information is stored and reported on later, ifdesk

FIELD EDIT RESULTS DISPLAY SCREEN

TheField Edit Results Display Screenshown below, presents all fields within a givereft
record that in one way or another need attentiime fields are grouped by category — such as
those fields havinQUERY status, those havifQVERRIDE status, etc. — which are then
displayed within separate windows upon the screen.

[jFieId Edit Results Display Screen M=l E

INSTRUCTIOMS: Tab fram box b bos. Lse the arow keys to select a field. Prezs the EMTER key ta returm ta that field.
Fields in QUERY statuz Fields in OVER-RIDE status

Current Stabus |

s M_CLD_UMEMNDOWMN
BIRTH_ORDER

Fieldz in SKIP status MYWF Unknown Fields Fields Causzing an ALERT

Field Mame

Field Mame Field Marme

Field Edits Results Display Screen

The screen can be accessed at any time for a Bivemnt record when that record is active
(displayed) by following théctions / Review Errors/Queriesmenu path. It is recommended
that this be done before the hospital completesaberd (hospital complete=Y).

When any of the entries upon theld Edits Results Display Screemre clicked upon, the user
is taken directly to that field. So, for exampibcking upon thdeFATHER_DOB_STRING
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field found under th&ields in QUERY statuswindow will take the user directly to the father’'s
date of birth field under thieather Tab within the Birth Event.

[]Field Edit Besults Digplay Screen HmEE

INSTRUCTIOMNS: Tab from box to bow. Use the amow keys to gelect a fisld. Press the ENTER kew to return to that field.
Fields in QUERY status Fields in OWER-RIDE status

Field Name

Fields in SKIF status MWYE Unknown Fields Fields Cauzing an ALERT

Field Mame Field Hame Field Mame

gstart| | A @ 3 || () Mark Mil._| [ Adobe R | S Microsolt. | |7 Micros...  &1MeteFra. | [ Adobe R | ||<§-AHW T &b 1156 AM

Actions Menu Showing Review Errors / Queries Seleicn
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KEYBOARD SHORTCUTS

Tab
TheTab key moves the user from field to field within thata entry form. Before the
field is exited, it is edited for errors (unless #dits for the field are overridden or the
field is queried). Fields are ordered left to rigp to bottom, in normal reading order.
When theTab key is pressed in the last enterable field ongepthe notebook selects the
next page and the text cursor is placed in thedmgerable field on that next page. If a
page contains no enterable fields, it is skipped.

Shift-Tab
Shift-Tab moves the user to the previously held field. It not automatically switch
pages.

Alt-1 throughAlt-9
These keys select notebook patje respectively.

Ctrl-Delete
If the text cursor is in a mask edit field (a fislith slash or dash characters), the field
will be cleared wheCtrl-Delete is pressed.

F1
Depressing-1 displays context-sensitive help for the field @ning the text cursor.

Ctrl -K
This spell checks the current field. Note thatle/spell checking is automatic for some
fields, it is not for others (this is currently mm automatic for any of the birth fields).
This control can force the checking of a text ommodield.

Ctrl-O
Ctrl-O sets the edit override indicator for the field @oning the text cursor. This feature
IS new.

Ctrl- P
The data entry form is built from labeled boxesafthare referred to as paragraphs (in
Windows terminology, group boxes). Press@tg-P will move the text cursor from the
present field to the first enterable field in trexthparagraph.

Ctrl-Q
This sets the query indicator for the field conitagnthe text cursor.

Ctrl-R
This shortcut removes the query or override ingicdtiote, a field can be either
overridden or queried, but not both.

Ctrl-C
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This key copies the contents of the field contagrtime text cursor to the Windows
clipboard. The field contents are not altered.

Ctrl-v
Ctrl-V pastes the contents of the Windows clipboardtimedfield containing the text
cursor. The contents pasted®yl-V replaces whatever may otherwise be in the field.

Ctrl-X
This shortcut clears the present field and copgesantents to the Windows clipboard.
From the clipboard, it can be pasted into anotlaéa dntry field, or into another
Windows application which supports the clipboard.

Ctrl-Zz
This key clears the contents of the field contagrtime text cursor.

T (F and B)
On many date fields the user can enterf g for “today”, and the current system date
will display. Additionally, the valuesrF”, for “forward” (the next following date), and
“B”, for “back” (or, the immediately preceding dataje available. These values may be
repeatedly entered to continue the process ofreditieancing or reversing the date one
day at a time.

Alt-A throughAlt-Z
Certain menu items have underscores under a iettee item name. Pressiddt plus
that letter is equivalent to selecting the menmite

Ctrl-S
This saves the current Event. This is equivalemiéd-ile / Savemenu item.

Left Mouse Click
The left mouse button can be used to place thectesor in a particular field by clicking
when the mouse cursor is over the desired fiel@. [Efi mouse can also select notebook
pages by clicking on the tab for the desired page.

Right Mouse Click
A menu of options for a field may be displayed bgking the right mouse button when
the mouse cursor is positioned over the field.

Alt-F4
This key combination closes the current windowis kquivalent to clicking the close
gadget [X].

Ctrl-Tab
This key combination selects the next notebook palfaen the last notebook page is
displayed, this key combination then selects trs fiage.

Shift-Ctrl-Tab
This key combination selects the previous notebook.
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Check Box Fields
A left mouse click will toggle the checked stateactheck box field. Pressing the space
bar when the field is selected also toggles thie stA selected check box field is
indicated by a dashed line around the field desonp

Combo Box Fields
Combo box fields, those fields associated withapdown list of values, are indicated by a
small box with an inverted triangle to the righttlo¢ field. When a combo box is selected,
several keys are operatigp andDown arrows change the field contents to the next
available value from the lis€trl-Up andCtrl-Down arrows toggle the display, or non-
display, of the selection list. Clicking on thevémted triangle with the left mouse button
also toggles the drop-down list. Typing a partl@mcter string when the field is selected
will position the list to the first selection thag¢gins with that string. For example, in a list
of US States, typingA” positions to ‘Alabama” and ALAS” positions to ‘Alaska”. Note:
there is a timer involved in recognizing partialreg typing. If one typesAL”, “ Alabama”
is displayed. If one pauses between thé dnd the L”, then “Alabama” is displayed after
the “A” is typed and L ouisiana” after thel®”.
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RIGHT MOUSE CLICK

The right-click field menu offers these options:

Cut (Ctrl-X)
This option clears the present field and copiesoatgents to the Windows clipboard.
From the clipboard, it can be pasted into anotlaéa dntry field, or into another
Windows application which supports the clipboard.

Paste (Ctrl-V)
This key pastes the contents of the Windows cliptba@o the field containing the text
cursor. The contents being pasted replace whateagmotherwise be in the field.

Copy (Ctrl-C
This key copies the contents of the field contajrtime text cursor to the Windows
clipboard. The field contents are not altered.

Query (Ctrl-Q)
This sets the query indicator for the field conitagnthe text cursor. This feature is new.

Override (Ctrl-O)
This sets the edit override indicator for the fiethtaining the text cursor. This feature is
new.

Reset Query/Override (Ctrl-R)
This removes the query or override indicator. Nbt a field can be either overridden
or queried, but not both.

Insert Current Date
This inserts the current date into the field cantag the text cursor.

Insert Default Value
If a default value is defined for this field, thaption inserts it in the current field.

Clear Field
This clears the contents of the field.

Properties

This option displays a window containing detailettings for the current field. Normally
this feature is only used in troubleshooting proide
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NOTES:
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[Ercomoces

File Search Fee/CAS ‘WorkQueue Tools Batch  Administration  Help

—

-0l x|

D 9 [F$| |
"ATTENTION ALL USERS!

Using someane else's user name tolog-in is a \ v

violation: of securnty provisions for electronic N e b ras ka Vlta I Reco rd S
fiing. YouMUST use your own user name ta . . .

log-in. Email YRR S Eidhhe. ne.gov to request | Electronic Regmtraﬂon System

additional uzer names.

Help Desk Support (402) 471-8275

Currently Lagged I
Mame: Mark Miller
Uzer 1D mmille?
Server Mame: BF200545
Open Databasze: ASTYRS
Locatior: Creightan Liniv. Med. Center
Citrie Prosy M ode
Function Group:B-HOSDE - Bith Douglas County Hospital Eftry
Gl Group: HOSPEMT - Birth Hozpital Entry

LT

MNetsmart YRS Copyright 1938-2009, Metsmart Public Health, Inc. wwwntst com

FmaRes | 'i

= B[E[E & 4]

Page 23 Sec 1 950 Ak 152.2pt Lne Col 1 REC TRE EXT OWR

[EF 4
iﬂStartl J @ |;_,1—| @} | ) ‘ @Inbox -.Mic...I EMetaFram... I @Bir'thRegist...l " Metsmartk ... I @@

SEARCHES &
PRINTING

@7
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INTRODUCTION

Table of Contents
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PRINTING A CERTIFICATE FROM SEARCH RESULTS ...ttt s s s e s ee s

** Nebraska Department of Health & Human Services - Hospital Training Manual **  Page 33 of 55



INTRODUCTION

To search for a record, first click &earchfrom the menu bar. This can be done from either t
opening screen or from an Event screen as is she¥av.

This will display those modules for which searchas be performed by you. Note that different
users, because of having different Security Raldshave different options available.

r Netc,.':‘.art YRS
File Kee/CAS ‘WorkQueue Tools Batch  Administration  Help

B Eirtp | E
\"Mgssage System

il

A
Hearing Information o . o
Eu Hearing Screening Eéﬁ:ﬁ&iﬁa NEbraSka Vltal ReCDrdS j
filirer—rererrrersrrreyerererelser name to
bl seet iRl e | Electronic Registration System
' Help Desk Support (402) 471-8275

Currently Lagged I
Mame: Mark Miller
Uzer 1D mmille? il
Server Mame: BF200545
Open Databasze: ASTYRS
Location: Creightan Univ. Med. Center
Citrie Prosy M ode
Function Group:B-HOSDE - Bith Douglas County Hospital Eftmy
Gui Group: HOSPENT - Bitth Hospital Entry

- |

MNetsmart YRS Copyright 1938-2009, Metsmart Public Health, Inc. wwwntst com

[ Messages Mot Read: 1 I I I

= |E| = 4] I__ﬂ.;;

Page 31 Sec 1 Sij49 Ab 197.2pt Ln 9 Col 1 REC TRE ExT owe (O

EJStartl J = |;_)—| @ i | ‘ @Inbox -.Mic...I (& MetaFram. .. I 7] BirthRedist. . ”'\" Netsmart ... I @@ @| [z) ‘ = « @ 12i15 PM

Search Menu
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After selecting the module, in our examth , a screen similar to the following will be

displayed.

[l Netsmart YRS - Search - BIRTH

File: Search Reguests ‘Work Queus  Tools Batch  Administration  Help

0+ 2| El| @

SEARCH CRITERIA |

—State File Murber——— ‘

RESULTS [click columr tite to zort]

Recaord Status ME State File Mumber - ear of Birth

I F2 I [

Child'z Firzt M ame Child'z Middle MName Child's Lazt I ame

Child Liast Name [5 Dunde:-c]__

Child

=

F-:_ Date af Bith [Date Field]  Facility Mame
| =
Mother's First Mame Mu:ulther's Middle Mame Mother's Last Mame Mu:uther'slMaiden Last Mame
| | | |
Father's First Mame Father's Middle Mame Father's Last Mame Father's Suffis
| | |
Uzer Location / Facility Mame State of Birth I
| #|

ZII:nunty af Birth Birth Local File Nuriber
I':'I--T..__l""'_J_ :I | I

Search replay | RBeset/Clear |

i |
#istart| | @ 0] @ 5

Birth Search Screen

I @Intn:nx -.Mic...l & MetaFran. .. | @jﬂir'thRegist... ”'v' MNetsmatt ... I f @| 12 | =z

On theSearchScreen first note that there are two tabs — 8earchtab and th&kesultstab.

TheSearchtab is where the criteria for the search are edtefheResultstab
results (record entries, if any) of that searctiisplayed.

is where the

Please note here that the fields shown on youesarey vary from those shown on the screen
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presented above. Your site administrator, hasiiiay to place any field found on the Event
screen unto thBearchScreenand so youGSearchScreencan evolve over time to meet any
changing business requirements.

In other words, any number of fields can be brougtib theSearchScreen(Searchtab) from
its corresponding Event record. And, additionathgse fields can also be re-ordered in any
manner that makes most sense to the department.

SEARCH CRITERIA

Fields included on th8earchtab have been selected for their relevancy tedtaech for each
Event. They typically include name fields, keyedfelds, facility fields and the like.

Any one of these fields by itself is sufficientitstitute the search. For example, a name field
alone will yield search results. If, however, ywish to refine the search, additional search
criteria can be entered in additional fields thgrelrrowing the results set.

Note, though, that while a greater number of fielded in the search will result in a more
refined set of result®achof the criteria entered becomes part of the mptohess and this, in
turn, necessitates a greater accuracy in thosziarthat are entered. Enterirgetty’ for a
woman’s first name, for example, will cause tharergearch to fail if the person’s name is
known to the system aklizabeth’.

In addition to entering exact information for tremaesch, other options are possible.

% - Thepercentsign allows the user to not enter some letters in gaech field. For example,
if the exact spelling of the child’s last name @& known, the user could enter the characters of
the child’s last name that are known and uséthe signify the remaining letters.

If, for example, Smi%"” is used in the search field, it would find andmlay all records that
started with Smi”. Or, if the last part of the child’s name waslm, the user could enter
“%son” to locate all names that ended BofY.

_ (theunderline character) — This character is used to denote that exddeyter is unknown
and can be anything.

,A or,D—When aA” is put in a search field, the resulting recordl eisplayed inascending
order on that field. If a,D” is put in a search field, the results will bedescending order on that
field. This is used when a large result is expakcte can be used in combination with other
search criteria.

NULL — When this word is used in a search field, tloemds with an empty (onull) value are
displayed. For example, this might be used inState File Numberfield to display those
records that have not been numbered yet.
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<> NULL - This indicates aot null, or not empty, value — i.e., some sort olueails present.

(X+Y) — This is interpreted assearch for records that have a value BETWEEN X and’”.

This actually includes the valuXsandY too. This can be used for any field including $tegte

file number and the date fields that are true daibeknot just string representations of the dates.
True dates are usually the dates that cannot hmualmmown component.

IN(A+B+C) — This search construction directs that at leastaf the listed values be present -
either Aor B or C.

Other operators — These include >,>=> <,<=. For example the operates will find records
with a value greater than or equal to the reshefsearch field entered. To find a last name that
is greater than or equal i, for example, the charactersM would appear in the Last Name
field. The<> operator mean:bt equal tad'.
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The lower part of th&earchScreencontains three “action” buttons. They are:

SEARCH

This button allows the user to search for all maschf the criteria entered. After tBearch
button is clicked, those records meeting the matittria, if any, will be displayed as entries on
theResultstab. The user may then select a record by hilgtitig it, and double clicking the
entry, hitting theEnter key, or clicking theDisplay button to display the desired record. The
user can also click on any column to sort it. Bample, clicking on Child’s Last Name will sort
all Child’s Last Names in your results column icersding alphabetical order. By clicking on it
again, it will resort in descending alphabeticaleot

105 Technologies VRS =] =]
Eile  Search Fee ‘'Work Queue Tool: Batch  Administration Help

o2 8 = H|

r "
v as Technologies VRS - Search - BIRTH =] 3
File Search Beguests 'wWork Quewe Tools Batch  Administration  Help
Fod B |
Search Results
State File Murn  |Recaord Status |0l State File Humber | Child's First Mame |Child's Middle Mame |Child's Last Warme | Child's Name Suffis | Sex |Date of Birt
""""" NORMAL Cute Little Monkey M |09 10|
2004000021 NORMAL Theodore Bob Cleaver M 114027200
<] | 2
| e |
| |Records Found 2 | | v

|Messages Mot Read: 0 | | |

iiSlart”J a8 3 |J (0 Mark .. | Ehdobe...l XMicros...I WMicros...l @MetaFr...l E.ﬁ.dohe...l ||<ﬂ§£@%§ﬂ 12:26 PM

Search Screen — Results Tab

DISPLAY
This button will display the record selected. Tglostated befordye awarethat if there is a
misspelling, or an incorrect date, a record mayheotetrieved, even though one exists.

RESET
If criteria have been entered and need to be erakekl on this button.
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Note that after the search is run, it is Resultstab which displays whatever matches may be
found. From here, the user can display full Evenbrds as outlined above, chooseRleset
option which erases the results and brings the hesek to the openin§earchscreen with the
search criteria erased, or click on 8@archtab which brings the user back to the opening
screen (tab) with the original search criteriachta
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PRINTING A CERTIFICATE FROM SEARCH RESULTS

The system easily allows for the printing of docmtse any number of which can be loaded into
the system and made available to select groupsevsu

After highlighting the record on tHeesultstab, or calling up and displaying the record ftsel
click onRequestsmenu. This will display a pull down list with gfinting options made
available by the system for that user.

I]Qs Technologies YRS =] =]
File Seach Fee ‘wWork Queus Tool: Batch  Administration  Help

=il -l

(1105 Technologies VRS - Search - BIRTH M=l B3

File 5Search | Bequests MWork Quewe Tool: Batch  Administration  Help
e @ Frint: B Facility \Worksheet
Frint; B Hospital Copy of Certificate
Print: B Infarmant Yerification Farm Results
State File Nun Print: B bother 'worksheet Child's First Mame | Child's Middle Mame | Child's Last Mame [Child's Name Suffix |Sex [Date of Bit
...... . ute Itle o 09, O
2004000021 NORMAL Theodore Bob Cleaver Mo 11/02/200
[« | i
| |
| |F|eu:ords Found 2 | | A4

|Messages Mot Read: 0 | |

iﬁlartl“ . ﬁ @ | .Mark |Ehdobe |lecros |WM|cros |@MetaFr |E.ﬁ.dobe | ||¢|§%@%ﬂ 12:29 PM

Search Screen Results Tab — Requests Menu

Using the mouse to point to the appropriate selactr the arrow keys to scroll through them,
highlight the desired printing selection and clarkhit theEnter key.

If the system’€OK to Print criteria are met for that record, the certificatavorksheet will be
printed to the printer you select from the prirdesp down list.
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There are two important points here. First, nbtg the document / printer associations can be
set, and changed when needed, througlPteéerencesutility. This utility is one of the
selections found under tA®ols menu as shown below.

[ 1 05 Technologies YRS

M= e
Eile  Search Fee ‘'Work Queue Tool: Batch  Administration Help
Ta=nolk: i i 0
r -
LJEIS Technologies YRS - Search - BIRTH [_ (O] x|

File Search Reguests “Work Quewe | Tools Batch  Administration  Help

S | e | . | Calendar
Preferences...
Searcl— Results
Send Meszage/E-Mail
s (0Id St Maintain E-Mail Groups... E ild's Mi il t Mame [Child's Mame Suffis |5
EDD4DDDD2‘I NORMAL Theodore Bob Cleaver M 117027200
< | o
| |
| |Records Found 2 | | v
|Messages Mot Read: 0O | | |
iiSlart”J a8 3 |J (0 Mark .. | Ehdobe...l XMicros...I WMicros...l @MetaFr...l E.ﬁ.dohe...l ||<ﬂ§£@%§ﬂ 12:34 PM

Tools Menu — Preferences Selection
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105 Technologies VRS =] =]
Eile  Search Fee ‘'Work Queue Tool: Batch  Administration Help

Fa=nclk: i 3l i

r "

LJEIS Technologies YRS - Search - BIRTH =] 3
File Search Beguests 'wWork Quewe Tools Batch  Administration  Help

vo@ s 0
T S |

Fec  Printers |lemporar_l,l| Qppearancel Qperationl

State File Mum
NOA

2004000021 NOF B Facility Workshest Mo 114024200
B Hospital Copy of Certificate

—Select Print Type and set Printer

B Informant Yerification Form
B Mother Worksheet
B tultiple Birth Workshest

Frinter
| vbr200p1 04BF 200033 =]

Printer Commarn Mame or Form Type for Tracking

O - |

Save I Cancel | Help |
<] | 2

| e |

| |Records Found 2 | | v

|Messages Mot Read: 0O |

iﬁlartl“ Sl - JEN| | (0 Mark .. IEAdobe |xMICrDS ” Micr. .. @MetaFr |EAd0he | ||<ﬂ§£@%§ﬂ 12:35 PM

Preferences Utility — Printers Tab

The Preferencesutility allows an association with specific prirggeven with specific printer
trays) on a document by document basis.
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If the system administrator allows, you may notcheeset your printer under preferences, but
will have the option to select which printer whesuyprint the record.

il
3 A dE0 00! 00 s

~Printer _
Mame: G568 Client/BF200LNK-MMILLE 2H/Dell Laser Printer 1700 = | Propetties. |
Type: i Birth? -~
o 46 Client/BF200LMK-MMILLE 2#///BF 2230 01 /BF 223001

- 48 Client/BF200LMK-MMILLE 24///BF 223001 /BF 223001
~Page Rlange—{G58 Client/BF 200LNK-MMILLE 2#///BF 223001 /BF223L02
G < Clierit/BF 200 NK-MMILLE 2t ///BF 223001 /BF 22313 |—_—|1 =
( Current P8 Client/BF 200LNK MMILLE 28 t4dobe FDF 24

~ (Jci8 Client/BF 200LNK-MMILLE 2#/Dell Laser Printer 1700

" Pages i Client/BF 200LMK-MMILLE 28t Microzaft Office Docume ™

¥ Callate

Enter page numbers and/or page ranges 1|'|- 1
separated by commas. For example, 1,3.5-12 :

Print IAII pages in range j

1 ~Print to File
Type:  |TeutFils =

W’hgr:e': |M:'\DDEUME”1\mmi|le2\LDEﬁ-\LS”1‘\Temp‘\Z\mmiIIeZ\GSTHTMTempmmiIIe _I

ok, I Cancel |

R T T ) e

}F‘age s |

Q;St'art| J Bl i) J | & Inbox -,'M'i_c...' & MetaFram. . | @’_‘i‘BiFﬁhRegﬁ's_t...;ll'\f Netsmart ... J g" @| E] ‘ ? |« 12z

Different documents have different criteria asswelavith them which must be met in order for
that document to print. Fortunately, the user dodseed to be aware of what these criteria are.
They are set up by either NetSmart or by the Sygtdministrator. If the record does not meet
one or more of the required criteria for printingaddition to the document not being allowed to
print, the user will be given a message stating (what field values are lacking). Other
messages may also be generated for the user agliaafehis or her print command.

As a final note on document prints, depending uperdocument in question and how it is set
up within the system, you may or may not be ablge®the document before the print and/or be
prompted for a print confirmation. This variesrfralocument to document and is determined by
the system administrator.
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Finally, the bottonBearchScreenmay contain ar\lert Messagesnotation. This serves the
same function, in an abbreviated manner, ag\ttg dropdown box found at the top of the
Event screens - making the user aware of any irdtom alerts that are associated with a record.

|| | N

Search | Digplay Rezet |

| Records Found 1 | |/t ALERT MESSAGES PRESENT! 2

Bottom of Search Screen Showing Alert Message
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NOTES:
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File Search Fee/CAS ‘Work Queue Tools Batch

[Ercomeres

Administration  Help

—

-0l x|

DoE b Eld|@|

"ATTENTION ALL USERS!

Using someane else's user name tolog-in is a
viglation of securty provisions for elechonic
fiing. YouMUST use your own user name ta
log-in. Emal VRRS @dhhs. ne.aoy ta request
additional uzer names. '

Nebraska Vital Records

| Electronic Registration System
Help Desk Support (402) 471-8275

_Caner{tly_l_-ogged In

Marme: Mark Miller

Usger 1D: mmille2

Server Mame: BF200545

Open Database: BSTVRS

Location: Creightan Liniv. Med. Center

Citrix Prosy i ode

Function Group:B-HOSDE - Bith Douglas County Hospital Entry
Gui Group: HOSPEMT - Birth Hn_spital Ertry :

Wetsmart YRS Copyright 1938-2009, Netsmart Public Health, Inc. i ntst com

| Messages Mot Read: 1 l

| —— |

Page 43 Sec 1 43151 ak Ln

EJStartl J = |;_)—| @ i | ‘ @Inbox -.Mic...I EMetaFram... I @Bir'thRegist... ”'\" Netsmartk ... I @@ @| @‘

el PEC TRE EXT ovR O

i

« ) 12:30PM

TABLE MAINTENANCE
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INTRODUCTION

The Table Maintenance System is both robust amibfee The Hospitals will only be allowed
to perform maintenance on their Birth Attendants.

Fortunately, the Table Maintenance System is eagyotk with.

ACCESSING THE UTILITY

To begin this process, select thable Maintenancemenu item.

[ _ioj
File: Search Fee/CAS ‘Work Queue Tools Batch | Administration | Help

M Ee [ ‘ q’,;u | @ ‘ | Table Maintenance. .. | g

Relate Event and Lookup Tables

1=

"ATTENTION ALL USERS!

ta) F i Prie
Using somecne elie's user name tologin iz a Ll el DEnln SySe. Vital Reco rd (= j
violation of security provisions for elechonic Define Security Groups. ..
fiing. YouMUST use your own user name ta - i
log-ir. Email YRR S Eidhhe. ne.goy to request ModiFication Type Wizard... Registration System

additional user names.

Registration Type \Wizard. .. pport (402) 471 -82?5

Printing Documient Wizard

Add Report \Wizard. .,

Mainkain Users. .,

Zreate Location Defaulks
Syskem Preferences
Migrate

Edit Scheduled Tasks

Change Password. ..

pall = | .b‘l HAIE, & .UUD‘!-J

Open Database: QSTVRS

Location: Creightan Liniv. Med. Center
Citrix Prosy i ode

Function Group:B-HOSDE - Bith Douglas County Hospital Entry
Gui Group: HOSPEMT - Birth Hn_spital Ertry :

Wetsmart YRS Copyright 1938-2009, Netsmart Public Health, Inc. i ntst com

|Messages Mot Read: 1 i || il s
— | —
Page 45  Sec 1 B ln PEC TRE EXT ove O3

iﬂSt_artl J & @ @ i | ‘ @Inbox -.Mic...I (& MetaFram. .. I @Bir'thRegist... ”'\" Netsmart ... I @@ @| 2 ‘ = € @ 1233 PM:

NetSmart Opening Screen Showing Administration Menu
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RECORD LIST TAB

Calling up the Table Maintenance utility first kggwup a blank screen as shown below. From
here we can call up existing tables and their estior examination or modification, or create

new entries.

To be clear, the Table Maintenance utility is neédi for creating new tables. The Table
Maintenance utility’s purpose is to maintain exigtiables (such as the BIRATTEND table) and
their entries and/or to create new entries withetable.

_ipix
Ele Search Fee ‘WorkQueue Tools Batch  Administration  Help

L

Table:m Show ALL records [inciude 1ISACTIVE =F) [T Do not create new record [
Choose a field ta FILTER the table | =l Fiter the Table | Clear Fiter

RECORD LIST [Chck on column tithe to sort by that column) | UPDATE DATA
I
I | | 4

Table Maintenance Utility — Opening Screen
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TheTable dropdown menu in the upper left of the screenaiosta list of those validation and
system tables available for modification. Whealald is selected from the list, those entries
already input for that table are displayed. BWRATTEND table is the only available table for
the Hospitals.

NEL‘FI‘__I‘IB“I.‘t.v_RE- B —I—I' ol x| !
File: Smar
O (ETre— 1o ] I
[] B [4 File: Search FeefCAS ‘Work Queus Tools: Babch Administration Help g
ATTENTH [ (& [ ‘ | & ‘
DSINg SOME( 7 2bje: [BIRATTEND >| Show ALL records (include ISACTIVE =F] [~ Do not ereate new record v j
filing. “v'ou b I J
log-in, Emai  Choose afield[z]to s , -
additionalus  FILTER the table on: | gl e || Fiter the Tab'el
I j I j I Clear Filker |
RECORD LIST [Click on colurrn tithe to gort by that calumn) | LUPDATE DATA
BIHATTENDIDINAME_FIHST HakE_MIDDLE |i|
Ciela
|| a55 Scoft E.
|| 8AE Stephen
|| 857 Shirley
| | A58 5. Kipashi
|| 359 Scott
|| 360 Stephen
|| 861 Sandhya
| | 862 Sanjesw
| | 863 Steve i
L 864 Thomas b
"l | ;I_I |
Metzmart YRS C £
| Messages Mot Read: 1 :

Page 46  Sec 1 46/51 At 7005pt Ln 26 Col 1 REC TRE EXT OWR

[EF 4
djStartl J @ |£| LE} | ) ‘ |£|Inb0x-Mic...| EMetaFram... I @Bir'thRegist...l " Metsmartk ... I @@
Table Maintenance Utility Showing Birth Attendant Table Entries

@T |« 1236

TheShow ALL Records (include ISACTIVE=F) field is normally left unchecked, as shown
above, as typically you will want only active redstto display.

However, you may occasionally wish to dispiasctive records as well — perhaps for purposes
of research or in order te-activate an entry.

When theShow ALL Records (include ISACTIVE=F) field is checked, anyactive entries
will additionally be displayed. As a note, recofldgged as inactive are inactive to the entire
system. They can be re-activated, as will be seeiheUPDATE DATA tab, or deleted
entirely.

The next field to examine is tii#o not create new recordcheckbox. It is typically left
checked. When checked, new records can not bdeataily created while on théPDATE
DATA tab. Thisis in place as a safety feature. THis&es, in other words, makes you take the
step of visiting this field in the event that nescord creation is really desired.
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The next field to look at is théhoose a field to FILTER the tabledropdown. Depending on
the hospital, this table can have dozens, if nodneds, of entries. It can be advantageous to
filter the entries so as to obtain some subsdtarhtto work with. When working with the
BIRATTEND table, for example, you may wish to loakthat subset of entries as grouped by
address or by zip code. Filtering can accomplighfor you.

The first step in filtering involves selecting tleaiumn you wish to filter on. Théhoose a
field to FILTER the table dropdown menu will list all columns for the curtéable. The
BIRATTEND table contains the fielddAME_FIRST, NAME_MIDDLE, NAME_LAST ,
etc.

We will chooseZIPCODE for our example, though any field can be sorted After field
selection, it is necessary then to specify theevalithin that field that you wish the system to
filter on. This means that only those entries hgthat value will be displayed when the
filtering occurs. By entering the zip code of 68%81 clicking on thé&ilter the Table button
generates the following:

Net'ﬂpaii.‘t"ﬂlﬁ' B o ] B4 |
File: Sear
| 1T
L] E* Wl File Search FegfCAS ‘Work Quews Tools. Babch  Administration  Help g
ATTENTH [ (& [ ‘ | & ‘
E;Eﬂ;ﬁ;“f‘ Table: | BIRATTEND | ShowALL recards [inchude ISACTIVE =F) T Do et create new record v j
filing. “v'ou b I J I
log-in, Emai  Choose afield[z]to ZIPCODE | |31
additional us FILTER the table an: | gl | Liker the Table
I j I j I Clear Filter |
RECORD LIST [Click on colurrn tithe to gort by that calumn) | LUPDATE DATA
BIRATTENDID | NAME_FIRST |NAME_MIDDLE lil
L 1168 Cielo
|| 855 Scoft E.
|| 8AE Stephen
|| 857 Shirley
| | A58 5. Kivozhi
|| 359 Scott
|| 360 Stephen
|| 861 Sandhya
| | 862 Sanjesw
| | 863 Steve
. | 866 Tama p
= iI | Ll—l J
Metzmart WRS C_ £l
| Messages Mot Read: 1

Page 48 Sec 1 4851 Ak Ln ol REC TEK EXT OWR

; [EF 4
iu'Startl J = |;T| LE} i | ‘ |£|Inb0x-Mic...| (& MetaFram. .. I @Bir'thRegist...l " Metsmart ... I @@ [z) = « @ 12:38 PM

Filter Dropdown Menu Showing ZIPCODE Field Selectim
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This filtering process can occur as many timesessreld — with the results of the filtering
operation cleared by means of Dkear Filter button.

Looking now at the composition of the entries witkhis table, from left to right, we will begin
with the system-generated identifiBiRATTENDID .

This unique table entry identifier reflects the@reh which the entry was input into the table.

Next, are self-explanatory fieldAME_FIRST, NAME_MIDDLE, NAME_LAST . The
NAME_SUFFIX field is for name titles such as Jr., Sr., etbe TITLE column indicates if the
attendant was an MD, PA, CNM, etc. If you are wasuhat to put here, please contact the
System AdministratorFAC_CODE is a unique code for each hospital that we cawiest

from the original Electronic Birth System. TI®ACTIVE column indicates if that description

is still active (currently being used) in the systeAnd theMODIFY_USERID column

identifies, with a system-generated number, the wke created an entry or who last modified
an existing one. The remaining fields are seffl@ratory except the last column. This column,
NAME_LMFS, or last name- first name sort contains the waydtlop down appears when
entering the birth record.
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UPDATE DATA TAB

The following screen shows the contents oflipelate Datatab where new table entries are
entered or existing table entries are modifiedis Bloareen shows the entry for Michael Cohen.
The fields we encountered on tRECORD LIST tab are all available for viewing and/or
modification as well.

For tables that have a large number of fieldsstiteen would present a scroll bar and arrows.

The two fields towards the top of this scre8hpw ALL records andDo not create new
record, as seen earlier, can be viewed from either talweker, thedDo not create new record
checkbox camnly be set from th@ECORD LIST tab.

[ ] Table Maintenance

(=]

File Seach Fee ‘Work Queue Tool: Batch  Administration  Help

cod|m| M|

Tab|'33|BIF|ATTEND j Show ALL records (include ISACTIVE =F] [~ Do not create new record v
Chaose a field to FILTER the tabls { ZIPCODE i CE Fiterthe Table | Clear Fiter
RECORD LIST [Click on column title to sort by that column) UPDATE DATA
NAME_FIRST [Michael =
MAME_MIDDLE |D.
NAME_LAST |Cahen
MNAME_SLIFFI% |
NCHS_TITLE_CODE [ TITLE [MD
FAC_CODE [0246 MODIFY_USERID 217 MODIFY_DATE [05/07/2004
USER_LOCATION_CODE INebraska tethodist Hospital j
ADDRESST 13930 Giold Cir. #102
ADDRESS2 |
CITY |Omahs L
STATE [Nebraska ZPCODE [6a1ad
=
F'rewous Mest | Inzert as Hew | Update | Cancel | D eactivate | Relnad | Delete ‘

| | | |
gstart| | A @ 3 || ) MakMil. | [ adobe R | SEMicrosolt..|[gy7 Micros... &1MetaFia. | [ adobe R | || MW T 223 PM

Table Maintenance — Update Data Tab

The filter related fields can be employed from #useen; however, the system will
automatically take the user back to RECORD LIST tab to display the filtering results.
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At the bottom of the screen, note the buttBrsvious Next, Insert New (grayed-out here
because thBo not create new recordcheckbox is checkedYpdate, Cancel Deactivate
ReloadandDelete

ThePreviousandNext buttons allow the user to scroll through the vasiexisting table entries
without having to return to tRECORD LIST tab to bring up the entries on this tab.

Thelnsert New button, as its name implies, is for creating a tedvle entry. Creating a new
entry is done by typing over any existing entryomfiation and then clicking on thesert New
button. TheDo not create new record boxneeds to not be checked beforehand.

TheUpdate button allows the user to update an already exjirtry. Assume, for example,
that the address for the above had a typo and nedxscorrected. The appropriate table entry
is first brought up on thePDATE DATA tab, the address is overwritten, and thenipdate
button is clicked. To check that the update wasassful, simply return to tHRECORD LIST
tab to review the modified entry.

The Cancelbutton allows the user to leave tdpdate Datatab without having any proposed
changes implemented.

TheDeactivatebutton deactivates a table entry — leaving thatygresent within the system but
unavailable for future use. This is useful if attedant no longer delivers at your hospital and
you don’t want them on the drop down menu to chdasa. Simply, pull the record up and
click on the deactivate button. This will leave thttendant available for the older records, but
not available on your drop down list when entemegv records.

TheReload button reloads the table entry updating the valuts MODIFY_DATE field. This
may be useful in cases Gfient/Server deployment where a resend of table entries td kitss

is desired. A reload, with its concomitant chanfidate, now makes possible a resend as any
table modification functions as a resend triggéte are not using Client/Server deployment so
this will not need to be used

TheDeletebutton, to be used with great discretion, delategble entry in its entiretyNo

record of a table entry will exist once it has been deleted. The useshould notuse this function
unless the birth attendant was added and never Bséries once used, that are no longer to be
used should be deactivated so as to leave a record of that entry’s history.
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The following are the options when the do not @esw record is unchecked.

LR
File Search’ Fee/CAS ‘Work Queue Tools Batch  Administration Help
i 9| E| @
Table: | BIRATTEND x| ShowALL records (includs ISACTIVE = F] [ $io hot create new recard [
FILTER te b on — :Z'PC”DE i!lm it he Tabe |
I ;’ | :_l I Clear Filter |
RECORD LIST [Click on column title to sart by that column] UFDATE DATA
NAME_SLFFIX | 2
NCHS_TITLE_CODE [ TITLE [MD
FAC_CODE [122z11 MODIFY_LISERID 217 MODIFY_DATE [05/07/2004
USER_LOCATION_CODE [Creighion Univ. Med Center =
ADDRESST IED'I M. 30th St.
ADDRESS2 |
CITY |Omaha
STATE [Nebraska ZIPcopE [smiar
NAME_LMFS  [Menolascing, Seott =l
Previous | =1 | Ingert as New ArchivetMer Cancel | Deactivate | Feload | Delete ‘

& Startl J = ,j L'ﬁ} i | | ;ﬂlnbox-Mic...I (& MetaFram... I 7] BirthRedist. . ” “ Metsmart ... I 69 [2) = €« @ 12149 FM

Notice that two new selections are available. Tisert as Newis one of the options now
available. When you have a new certifier to addpldiy an existing record (it is recommended
that the record displayed matches closely to ttendant that is being added such as the same
address so you have less information to changeie it required changes such as the name,
address, title. It is important to remember to deathe last field on the screen which is the
attendants name in last, first, middle order. Thihe way the name will appear on the drop
down when entering the birth record. Leave thedade as it is shown for your facility. After

you make the changes, select Insert as New. ltiedlle the attendant in the table that you typed
over and insert the new information into the table.

TheArchive+New should be used in cases where the original infaomdbr an attendant needs
to be retained for the older records but somethiag changed that should only be used for
future records. This option will archive or deaat® the original record and create a new active
entry with the update information. This option getul for attendants that change locations (new
address).

For the table changes to take affect, the usemsgd to re-log back into the system.
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